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SCHEDULE NO.

7A00010016003B.8 ~ 61

OFFICE., DIVISLON, BRANCH

»
Agency Archives and Records Center

SIGN

TITL

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

DISPOSITION INSTRUCTIONS

CERTER SUBJECT FIIE

Consists of wemorandums, reports and other
documents pertsining to administration and
operation of the Center. This file is used in
the deily operation. Filed according to the
Agency Subject Numeric File Mamusl. (19%0)-/744~

Consists of Agency Heedquarters Regulsticus,
Hotices, and Handbooks meintained for reference
purposes. Current) o

REFERERCE LIBRARY

This 1s a collection of unclassified
publications consisting of megazines, bulletins,
and other publications about Records Center and
&rchival Operation. These are used by Center
personnel for reference and training purposes.

FORM NO.
1 JAN 56

USE PREVIOUS
'39 EDITIONS.

Temporary.

Destroy after three years. Cut =

off at the end of each calendsr year and
retire to Records Center shelves for

tewporary storage.

- Pewporary.

Retain in current files.

(Destroy-individual issuances vhen cbsolete
or_replaced

Temporary.
longer needed

Approved-ForRetease-2665/44H24—-CHA-

by current issuances.)

-

Destroy vhen cbsolete or no

-




ITEM NO.| . FILES IDENTIFICATION VOLUME ] DISPOSITION INSTRUCT IONS
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h E@E : m ‘ @ \: ol 0
Consists of statistical forms used in w2 ‘Poruanent, Disposal not authorized.
Accessioning and Disposal funetions. ZThese “. AR
f1les show epace ava::abh in Reeo? Center éz/ A’Lm /MAM “ﬁ xj wrtten G
and syace used by various offices the ‘ o
Agency. Piled by office. 1948-1960./74& adu %‘fwafﬁ/ g d peil i
“ -ﬁj/ub ﬁA, ,,4/3 e ,u/vj”
5 | SPACE LOCATOR FILE
Consists of a 1} x 3 card stamped with a 3 Permapent. Retain in current files ares
L 2 number to reflect each shelf space within the indefinitely.

Conter. This file 1s used ¢to show, by means
of colored sigmal tabs, which spaces are
vacant on the shelves. Filed in numericel
order in a tub file.

6 | RECORDS CONTROL SCHEIIE FILE

Consists of coples of cords Control - £ v
Schedule prepared by + This . .
file 15 used in checking and verifying the ; -Stat res, .,
groups of records accessioped and destroyed f the Record Set. /,,/,1 o 1;;,, oSl AL

by the Center. Filed organizetionally.

 frdes coidons Be rifs

.. 7 DISPOBAL TICKLER FILE p
rf - g
Consists of copies of Form 140, Records 5 fonn jjﬂja o i ke An G /7""-‘5' S
Retirement Request, used for the s;smtte and b 9‘( T‘ff / M A2 ,4/; co i@,
orderly disposal of temporary records and for ér ey !’/ b
ptatistical purposes on permanent records. Bundl f b0 s é’“- f"ﬂ j e g s
Filed chr cally by year of schaduled
destruction. (148-1980) 746 %
a. Temporary Record & @smymry.ﬁ DeNtroy vhen records-concerned
are-destvoyed.

Aonnraved Far Ralease 2008/14/21 - CIARDP73.00487A000400460026.8

FORM NO. '393 USE PREVIOUS

1 JAN 56 EDITIONS. RECORDS CONTROL SCHEDULE - cCONTINUATION SHEET (41




ITEM NO.|

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIA-

b. Permanent Record 5

DISPOSAL JOB FILE

- Consists of coples of Record Retirement
Requests (Form 140), Shelf Lists (Form 140-A),
Notification of nu% ction (Form 1k1),
and related memos /& £1le has the official
signed copies and used for the verification
of the dispossl &2 Tecords. Piled pumerically
(19u8-1960) /7665°

i :,a T 0 End

(R
Consiste of Records Retirement Requests
(Yorm 140), Shelf Lists (Form 140-A), end-
Fotification-of-Disposttion-Aotien-(Fore-ibk),
‘Used by the Center personnel as a reference aia
end-a-proof_of-sction wedis. Filed by crganiza-

ticn.

RECORDS LOCATCR FILE

Consists of the originals of Records Retire-
went Request (Form 140) filed in Kardex
cebinets. This file is used to show retention
period, classification, monthly activity,
restrictions, and location of records. Filed
nuperically by job number. (1948-3960) /7/&

SUSPERSE FILES

Consists of request forus for Records Center
gservice on permanent records, top secret
records, and records being furnished to offices
other than the originating office. Thia file
48 used as a control on records semt out that

FORM NO.
1 JAN 56

RDP78-004

187A000100160026-
Permanpent. g:tam 1{n current files

ipdefinitely.

3 I3
Ad 1250

Permanent. Retain in files srea indefinitely]
When job is destroyed or transferred ;{ insert
“Form 140-A with
X L NIIN z{/? Y

%@ (ﬂ’/ o

the Dinposal Job File.
S /(,7/,(';\. (f/.’:i‘;t:‘{/l/‘?’;/" Cra {4

PN
) /l /'\»/"’//"K N

Permanent. When the group of records under
a particular job number are destroyed, pull
Form 14074nd incorporate with Disposal

Job File. VA

o

Tewporary. When document is returned, the
request form is removed and interfiled in
the completed request file.

USE PREVIOUS
‘sga EDITIONS.

. 78-0048 /AU00T00160026-8
RECORDS CONTROL SCHEDULE - CONTINUATION SHEET




/i FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIA-H
must be returned to Records Center. Filed by
wonth, then alphabetically by name of requestor.
Current

Consists of 5 x 8 cards, Form 325, that are
used to locate records. This file indicates
the office a report is received from or sent

Cisho-2909 /74 6~

to, the number of coples im stock
space location on the shelf.

Consists of copies of Form 490, Records
Center Service Request, that have been
serviced. These coples indicate the document
furnished, person requesting, date sent,
courler receipt mmber, and is used in lieu of
an outgoing mail log. PFiled chromologically
by month and then job mmber. (1952-1968) /7.6

COURIER RECEIPT FILE

These are coples of receipts signed by
courier upon pickup of classified material.
Filed chronologicelly. (1958-1966)/7%4(

FORM NO.
1 JAN 58

USE PREVIOUS
‘393 EDITIONS.

RDP78-004

87A000100160026-8

Tewporary. Deatroy three years after v
discontinuance of item. Place in inactive
file when a revised report 1s received or
when report becomes cbsolete and destroy

Tewporary. Destroy after two years. Cut :
off at the end of each cclendar year and
retire to Records Center shelves for
temporary storage.

Temporary. Destroy after three months.

Temporary. Destroy after two years.
Pile is imactive and iz eligible for
destruction.

This

BP?B-OO&J?AG“‘“““""" 8
JuUTUUTOUUULZU=O

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET




FILES IDENTIFICATION VOL UME DISPOSITION INSTRUCT IONS

A
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VITAL MATERIALS DEPOSIT SCHEDULE FILE

Consists of coples of the Vital Material A'/| Permament. Retire to imactive file vhen
Deposit Schedules prepared by the Vital Materials superseded. The inactive file will be
Officers. This file is used by Records Center placed on open shelfs. (To be evaluated
personnel to check, verify and control Vitsl at later date).

Materials deposited in the Center. Filed @y
organization. /

VITAL MATERIALS DEPOSIT SLIP FILE “*\

Consists of Form 620 (Blue Copy) which is z Temporary. Retire to inactive file on
retained by the Records Center to verify daponit?, open shelf files when last item on slip
i1t 18 also used as a reference and finding hae been destroyed or withdrawa. Destroy
meiiia. Piled by organization coda Dmibér. one year after.

|

Organizational Records Disposition File

Consists of the Records Retirement Request &ywj /?hﬂf%,uvw W ”
e '

(Form 140) which has been removed from the Re-

cords Croup File and executed to show the des- '
“ tyuction or permenent trorefer of the Records. .
. Filed by organization and numerically.

g i

ARCHIVES LRovP Frl ;f
foguests (m%w) oty Hdf Ko

/z/a%) 3 ’
2

= "RUUUTUUTOUUZ0-6
FORM NO. ‘393 USE PREVIOUS

1 JAN 56 EDITIONS, RECORDS CONTROL SCHEDULE « CONTINUATION SHE'ET
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Management Staff abolished as of June 1, 1961,

Suggestion Awards Staff Transferred to Office of Personnel
Records Management Staff transferred to Office of DD/S
ADP Advisory Group and ADP Feasibility & Programming Staff

transferred to Automatic Data Processing Staff

ADPDiv transferred to DD/ST - Sep 1963

Records Center transferred to O/Commo July 1963

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100160026-8




OFFICE

Chief

DD/P (Area)
DD/S-DD/I (Area)
Rec., Mgt. Chief
Records Disposition
Forms

Suggestion Awards

ADP Feasibility &
Programming

Training Officer
’ADP Advisory Group

Records Center

OFFICE

Chief

DD/P

DD/S-DD/I

Rec., Mgt. Chief
Records Disposition
Forms

Suggestion Awards

ADP Feas, & Program.
ADP Advisory Group

Surplus

. ] . COTDE
r/’se 2005111121 S0P 78-0048

Approved.Fo

MANAGEMENT STAFF

CU. FT.
16,5
32,3
38.
21,2
40,6
56.8

36.4

18.1

Approved For Release 2005/11/21 : Cl
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17 February 1961

PERMANENT TEMPORARY REFERENCE %
4Le3 6.2 6. 6
1.6 18,7 12, 11
8, 2l 6. 12
40 802 90 7
1.3~ 20,3 19. 13

20. 14,3 20,5 18

7.6 15.8 . 13, 12

—_—— 6.1 12, 6
2.

24 42, ——— 15
48.8 159.6 97.5 100%
49. 160, 7.

29. 78. A:Oo
EQUIPMENT 200. 97.

2-D Safe Vault Cabinet Book Case
2 1l 2 seec,
1 1 4 seec.
1 1-5D 12 "

1 1-5D i3 "
2-5D 13 "

1 1-5D 13 "

1 3 "
23 "
2-5D 13 "

5 1 7 10

1
6
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Schedule 30-56 Schedule 30-61
1 1

2 Delete now #8 & 16 2 Was #7
3 Delete 3 Was #8
L Delete now #11 4 New

5 Deletec 5 Was #10
6 Delete 6 New

T Now #2 7 New

8 Now #3 8 Was #2
9 Delete 9 Was #62
10 Now #5 10 Was #3
11 Delete 11 Was #4
12 Delete 12 Hew
13 Delete 13 New
1k Delete 1k New
15 Delete 15 New

16 Delete 16 Was #2
17 Now #22 17 New

18 Delete 18 New
19 Now #2k A 19 New
20 Now #25 20 New
21 Now #26 21 New
22 Now #31 22 Was #17
23 Now #30 23 New
ol Delete ol Was #19
25 Delete 25 Was #20
26 Delete 26 Was #21
27 Now #3k4 27 New
28 Delete 28 New
29 Delete 29 New
30 Now #35 30 Was #23
31 Now #36 31 Was #02
32 Now #37 32 New
33 Now #38 33 New
3k Now #39 3k Was #27
35  Now #43 35  Was #30
36 Delete 36 Was #31
37 Now #h4lt 37 Was #32
38 Delete 38  Was #32
39 Delete 39 Was #3L
Lo Now #45 4o New
L1 Now #)-L6 L1 New
ko Now #47 Lo New
43 Delete 43 Was #35
Lh Now #48 L4 Was #37
b5 Now #49 45  wWas #40

Approved For Release 2005/1 1}@*@WRDP78-00487A000100160026-8
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Schedule 30-56 Schedule 30-61
46 Now #55 L6 Was #41
L7 Now #56 47 Was #42
48 Delete 48 Was #4h
L9 Now #58 Lo Was #45
50 Now #59 50 New
51 Now #61 51 New
62 Now #9 . 52 New
53 New
5k New
55 Was #46
56 Was #47
57  New
58 Was #49
59  Was #50
60 New
61 Was #51
62 New
63 New

Approved For Release 2005/1 1&&@§Ex§ﬁaop7s-oo4smooo100160026-8




SCHEDULE NO.
I 30-61
REABPPSVEANTRORSENES RODS/11/21 : CIAWE;M B7A000100160026-8 -
OFFICE, DIVISION, BRANCH SIGNAT]|
£
TITLE = DATE
Menagement Staff, Office of the Chief 4
I TEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1 STAFF SUBJECT FIIE
Correspondence, reports and other papers L, Permanent. Disposal not authorized.
. which document the activities of the Chief, Mesnage+t . (Cut off every other year; transfer
ment Steff. This file is used in administering to Records Center 1 year thereafter)
the Agency Management Program of developing and
recomuending plans, programs » Policies and proce-
dures to improve management efficlency throughout
the Agency. Filed alphabetically by subject.
(1958-1961)
2 | ACTIVITY REPORTS FILE
Weekly reports submitted from subordinate 3 Permanent., Disposal not authorized,
Staffs for informational purposes and summary re- (Cut off et end of every other year;
ports prepared by the Chief, Management Staff. transfer to Records Center 1 year
These reports contain information on current thereafter.)

assignments of personnel, regulations submitted
for authenication, processing of employee
suggestions, current status of records surveys,
ete, Filed chronologically.

’ (1960)
3 CLASSIFIED MAIL I10G

Record of the receipt and dispateh of 2 Temporary. Destroy when 1 year old.
waterial classified secret and below maintained
primarily for security reasons. Filed chrono-

logically.
(1959-1960)

==k

LY.Y.Y-JPR LY

004600 =3
Approved-For-Rete 20051246 BDH/38-00487A0004 26.

q Q'/jf s

FORM NO. 39 USE PREVIOUS
1 JAN 56 £EDITIONS.




ITEM NO. FILES IDENTIFICATION | vorume | DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : Cﬁ DPZf—OOA‘F7A000100160026-8
&
la- EMPLOYEE RECORD CARD FILE
OF4b, Employee Record Card, prepared on each | 2. Temporary. Destroy upon separation of emplcnmﬁ
employee of the Staff and used for informational or forward to gaining component upon transfer
purposes such as EOD date, personnel actions, ag- within the Agency.
signments and ether information necessary for the
supervision of persommel activities of the Staff.
Filed alphebetically by surnaumes.
(Current)
5 BUDGET AND ALLOTMENT FILE
Copies of budget estimates, allotment led- 2. Tewporary. Destroy after 3 years. (Cut off
gers, monthly financial reporting statewents, at end of each fiscal year and transfer to
authorizations and expenditures. Used in fore- Records Center 2 years thereafter.)
casting and planning the activities for the
Menagement Staff. Filed by Fiscal Year.
6 REGULATORY ISSUANCE FILE
Published Agency Regulations, Notices, Hand- | 2. Temporary. Retain in current files area.
books, etc., maintained for reference purposes. (Destroy individual issuances only when
obselete or when replaced by current
issuance.)
T REFERENCE MATERTAL
Published material such as guides, manuals, 6. Tewporary. Destrey when no longer needed
brochures, etc., maintained for reference for reference purposes.
PUrposes .
égwi;
Approved For Release 2005/11/21 : g%EES-OO4 B7A000100160026-8

FORM NO. I39a USE PREVIOUS

1 JAN Sg¢

EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET (an)
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I SCHEDULE NO. 30-61

CONCURRENCE

OFFICE.

DIVISION, BRANCH

s1GNATY 2

TITLE

FORM NO.
1 JAN 56

DATE
Management Analysis Staff (DD/P Area) ae/mus 0P 27 frs JPL/
'JOE M (TITLE, DESCRIPT;(;I)\;FSAR;?%%B;\:;:,AEIIV%NINCLUSIVE DATES)) (c\{;glithEr‘ ) DISPOSITION INSTRUCTIONS
8 MANAGEMENT SURVEY REPORTS FILE
Case files containing the official record 1.6 Permanent. Disposal not authorized. (Place
copies of Management Improvement Survey Reports. in completed survey reports file upon comwple-
These files also contailn exhibits, graphic presen- tion or discontinuance of proJect; cut off at
tations, documenting project inception, scope, pro end of each year and transfer to Records
cedure and accomplishments. Arrarnged organize- Center 1 year thereafter.)
tionally aend alphabetically by survey title
thereunder,
(1959-1960)
9 ADMINISTRATION OR HOUSEKEEPING FILES
These files are maintained to reflect the 2.4 Temporary. Destroy after 3 years. (Cut off
administrative activities of the Staff. File at end of each calendar year; retain in
consists of correspondence re: Weekly Reports, currert files area for 1 year and transfer te
Personnel, reports, training, supplies, etc. Records Center.)
Arranged by subjects according to the Agency Manusl.
(1959-1961)
10 TABLES OF ORGANIZATION REVIEW AND COORDINATTON
FILES
Retained copies of the Staff's comments, recos .1 Teuporary. Destroy when 3 years old. (Cut
mmendations, end approvals or disapprovals of re- off at end of each year; transfer to Records
quests for changes in Tables of Organization. Center 1 year thereafter.)
These requests are received by the Staff for re-
view and coordination after which they are for-
werded to the Office of Persomnel. Record copies
of the request, concurrences, justifications,
comments, and Form 261, T/0 Chenge Authorization,
are maintained by the Office of Persommel., Ar-
ranged organizationally and chronologically
thereunder. N
SEGRET
Approved For Release 2005/11/21 - CIA-RDP78-00487A000100160026.8

USE PREVIOUS
'39 EDITIONS.

(41)




1TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100160026-8
11 TABLE OF ORGANIZATION FILE

Copies of the Agency T/O rosters of approved 1. Tewporary. Destroy when superseded
Agency positions. This T/O is used for reference quarterly.
to official position titles, position number, unit
strength, etc. Authorized changes to the T/0 are
noted on this copy for use in verifying the re-
vised T/O. Record copies are maintained by the
Office of Personnel. Arranged organizationally
and by position thereunder.

(Current)

‘ 12 REQULATORY ISSUANCE FILE

Published Agency Regulations, Notices, Hand- 2. Temporary. Retain in current files area.
1 books; also, | Maintained for (Destroy individual issuances only when
) reference purposes. obsolete or when replaced by current
issuance.)

13 STAFF WORKING FILES

Working files waintained by individual 13.
analysts containing studies, analyses, notes;
rough drafts, interim reports, menuscripts, and
related papers used for reference and background
information. These files are created in the
course of organizational planning, development
and simplification of procedures, and similar
' management projects. Arrangement varies with

each file.
(1959 - 1960)
a. Cowmpleted project material Temporary. Destroy 2 years after final
action on project.
b. Incomplete or discontinued project Temporary. Destroy 3 years after last
material. action taken.

T "ROP738-00487/A000100160026-8
RECORDS CONTROL SCHEDULE - CONTINUATION SHEET N (an)

FORM NO. USE PREVIOUS
1 JAN 56 '393 EDITIONS.




ITEM NO.

FILES IDENTIFICATON

14

15

VOLUME

DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIAmzﬁ?’O

MAIL CONTROL FILE

Form 240, Courier's Classified Mail Receipt,
which was signed by the courier at the time the
material was picked up for delivery to the sddres-
see, Also serves as classified mail log.

LIBRARY MATERIAL

Bound library books, dictionaries, guides,
manuals on Management procedures, etc., maintained
for reference purposes.

87A0001 00160026-8

Tewporary. Destroy when 1 year old.

12, Temporery. Return to Library when no longer
needed. Destroy magezines.
ot B
14 |
P78.00487A000100160026-8

Apbroved Eor Release 2005/11/24 - CIA-Ri

FORM NO.
1 JAN 56

139a 27 10000 RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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SCHEDULE NO. 30_61
REASRPSVEANTRORSENES ROOS5/11/21 : CIA-RDPTB-00487A000100160026-8
, i UR SAuannaTuar
21
OFFICE. DIVISION, BRANCH S1GNATUR .
i
MANAGEMENT ANALYSIS STAFF  (DD/S and DD/I Areas) TITLE i
Ei
No (TITLE, DEscmpr%z!?F SAR;?GI%"G‘E;NIT?,ALIIV(I;NINCLUSIVE DATES) (c\{:g‘}lcm;r. ) DISPOSITION INSTRUCTIONS
16 | MARAGEMENT SURVEY REPORTS FILE
Consists of case files containing the offi- 8. Permanent. Disposal not authorized. (Place
: | elal record copies of Management Survey Reports. in completed survey reports file upon comple-
These files also contain exhibits, graphic pre- tion or digcontinuance of project; cut off at
sentations, recommendetions, end supporting papers end of each year and transfer to Records
documenting project ineception, scope, procedure Center 1 year thereafter.)
and accomplishments. Arranged organizationally
and numerically by survey number and title,
(1957-1961)
17 | ADMINISTRATION OR HOUSEKEEPING FILES
These files are waintalned to reflect the 2. Tewporary. Destroy after 3 years. Cut off
administrative activities of the Staff. File con- at end of each calendar year; retain in
sists of correspondence re: Personnel, reports, current files area for 1 year and transfer to
training, weekly reports, supplies, etc. Arranged Records Center.
by subjects according to the Agency Manual.
(1959-1961)
18 | STAFFING COMPLEMENTS (T/0) BOOK
’ Listing of all positions and incumbents of 1. Temporary. Destroy when superseded.
DD/S end DD/I components. Furnished quarterly by
Office of Personnel, Arranged organizationally.
(Current)
N e
/ R o JLJ‘ = )‘
Approved For Release 2005/11/21 - CIA- nﬁ%i-nna RZA0001001680026-8

ORM NO. |39 USE PREVIOUS
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JAN 56 EDITIONS.




1ITEM NO. FILES IDENTIF ICATION VOLUME DISPOSITION INSTRUCT IONS
19 | STAFF WORKING Fﬂﬁgroved For Release 2005711/21 @ﬂ f78-00 87A000100160026-8
Working files maintained by individual anal- | 20.
ysts containing studies, analyses, notes, rough
drafts, interim reports, manuscripts and related
papers used for reference and background informa-
tion. These files are created in the course of
organizational planning, development and simplifi-
cation of procedures, and simllar management anal-
ysis activity. Arrangement varies.
(1957-1961)
a. Analyst files on completed assignments. | Tewporary. Destroy 1 year after final action
on project.
b. Analyst files on incomplete or dis- Temporary. Destroy 3 years after last action
continued project material. taken. (Upon discontinuance of project place
one copy of each pamphlet, report, graphiec
presentation, last manuseript report, togethen
with supporting papers documenting project
inception; scope and procedures in the "Mana-
gement Survey Reports File" (Ttem 16) and de-
stroy all other material 3 years thereafter.)
20 | REGULATORY ISSUANCE FILE
Consists of published Agency Regulations, 1. Temporary. Retain in current files area.
Notices, Handbooks, ete¢., maintained for refer- (Destroy individual issuances only when obso-
- ence purposes. lete or when replaced by current issuanee.)
. (Current) ;
21 | LIBRARY MATERIAL
Consists of bound library boeks, guides, man-| 6. Tewporary. Return to Library when no longer
uals on Menagement procedures, etc., waintained needed; destroy obsolete magazines,
for reference purposes.
7A000100160026-8

T se 1308 [00 IO RECORDS CONTROL SCHEDULE . CONTINUATION SHEET (a1)




SCHEDULE NO.

RECURO\GIN FRALRSRAERIPE05/11/21 : CIA-RDP78-00487A000100160026-8  30-61

CONCURRENCE
OFFICE, DIVISION, BRANCH S1GNATURE
TITLE DATE
Management Staff, “uegestion Avards Staff
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

SUSGE"TION AWARDS STATW
transferred to the Office of Personnel

June 1, 1961, Records Control Schedule( Ttcms 12..50)

forwarded to ARC July 6, 1961,

Approved For Release 2005/11/21 : CIA-I#DP78-004187A000100160026-8

FORM NO. USE PREVIOUS
1 JAN s6 139 EDITIONS. - (a1)




Approved For Release 2005/11/21 : CIA-RDP78-00487A000100160026-8

RECORDS DISPOSITION AUTHORITY
Records Control Schedule No, 30-61 for the
Management Staff is approved and authority
hereby given to implement the disposition

instructions contained therein.

Preparation Approved
——CHIET; Reg0oTds MEIEEEIenT Start
: 2.3 % Z% i d V4
0? _?\M . / 7 é ' Date
Date .

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100160026-8
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SCHEDULE NO.

i**‘:'}gm,A
REABRPSvEANTRORIHED B0D5/11/21 : cm-’Rt"rLEbh B7A000100160026

OFFICE, DIVISION, BRANCH S1G
Management Staff, Records Management Staff, Office of the Chief [
AT A
d ﬂ [/ 4 /7

ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

22 | STAFF ADMINISTRATIVE FILE

g30-61

This file documents the activities performed | %.0 Permanent. Disposal not authorized. {Cut off
) by the Records Management Staff and consists ef at end of each year; transfer to Records Cen-
correspendence, surveys, studles, and reports per- ter 1 year thereafter.)
' taining to Records Disposition, forms management, ’
reports and correspondence, and similar records

mansgement activities. Filed in accordance with
the Agency File Manual, \
(1958 -~ 1960) ¢

25 ADMINISTRATIVE OR HOUSEKEEPING FILES

These files are waintained to reflect the ad-~| 2.0 Temporary. Destroy after 3 years. (Cut off
_ ministrative aetivities of the Staff. File con- . at end of each calendar year; retain in cur-
l sists of correspondence re: Weekly Reports, Person- rent files area for 1 year and transfer to
nel, reports, training, supplies, ete. Arranged Records Center.)

by subJjects according to the Agency Menual.
(1958 - 1960)

Il 24 | EMPLOYEE RECORD CARD FIIE

Oth, Employee Recerd Card, prepared on each 1 Temporary. Destroy upon separation of em-
employee of the Staff and used for informational ployee or forward to gaining componert upon
purposes such as EOD date, personnel actions, as- transfer within the Agency.

signwents and other information necessary for the
supervision of persommel activities of the Staff.
Flled alphabetically by surname,

_ (Current)
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NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) ((CUBIC FT.) DISPOSITION INSTRUCTIONS

22.1 STAFF CASE FILE

Consists of survey reports and special 2.0 Permanent. Disposal not authorized.
studies prepared by Staff members during the Cut off at end of each year; transfer
& course of records masnagement projects in the i to Records Center 1 year thereafter.)

various Agency components. Included are
correspondence and other supporting papers
documenting project inception, scope and
accomplishments. Arranged by name of
organization and subject.

(1958-1962)

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100160026-8
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ITEM NO.

FILES IDENTIF{CATION

| voLume

DISPOSITION INSTRUCTIONS

25

26

27

28

29

COURIER CLASSIMmpremed RecRelgase 2005/11/21 : CIA-&E&F&“??M

Form 240, Courier's Receipt and Log Record,
which was signed by the Courier at the time the
waterial was picked up for delivery to addressee,
Also serves as classified mail log.

logically.
(1959 - 1960)

REGULATORY ISSUANCE FILE

Published Agency Regulations, Notices, Hand-
books, ete., maintained for reference purposes.
LIBRARY MATERTAL

Bound library books, guides, manuals on Rec-
ords Management procedures, etc., maintained for
reference purposes.
BRIEFING MATERIAL

File consists of charts, drawings, plastic
overlays used by wembers of the Staff for brief-

ing agency officials and personnel in various
aspects of records wanagewent.

REPORTS AND CORRESPONDENCE FILES

Studies, correspondence, samples of repert
and correspondence activities. :

FORM NO. ‘393 USE PREVIOUS

1 JAN s¢

EDITIONS.

Filed chrono-

.l

2,

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

7A000100160026-8

Tewporary. Destroy when 1 year old.

Temporary. Retain in current files area.
(Destroy individual issuance only when obso-
lete or when replaced by current issuance.)

Temporary. Return to Library when no longer
needed.
Tewporary. Destroy after 3 years. (Retain

current active wmaterial in the Staff vault..
Material inactive 1 year should be retired to
Records Center -- destroy after 2 years after
contacting Chief, RMS and staff training
officer.)

Temporary. Destroy after 3 years. {Retain
current active material in the Staff vault.
Material inactive 1 year should be retired to
Records Center -- destroy after 2 years after
contacting Chief, RMS and staff training
officer.)

7A000100160026-8

(41)
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‘Egﬁoo 7A00010016002985L

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

7

D1SPOSITION/ANSTRUC, S

30

31

RECORDS CONTROL SCHEDULE FILES

Consists of the Official copies of Records
Control Schedules, and where applicable, authority
to dispose of records obtained from the National
Archives and Congress.,

a. Records Control Schedule. These schedulesg
were prepared by or approved by the Branch to
effect disposition of all records of individ-
ual offices. Schedules contain detalled in-
formation on record type, use, content and
volume. Arranged organizationally.

(Current)

b. SF 115, Request for Authority to Dispose

of Records. These forms contain evidence of

legal disposal authorizations received ffom

the National Archives and Congress for those

records not covered by General Schedules.
(Current)

BRANCH WORKING FILE

Consists of copies of memos, reports, statis-
tical information, surveys, and similar backgreund
waterial pertinent to records disposition, main-
tained and used in day to day operations and for
convenlence of reference.

FORM NO.
1 JAN 56

USE PREVIOUS
I39 EDITIONS.

1.3

3

Permanent., Disposal not authorized. Retain
in current files area until superseded, then
transfer to the Records Center.

Permanent. Disposal not authorized.
in current files area indefinitely.

Retain

Temporary. Screen annually and destroy
material no longer of current interest.

ZA000100160026-8

ta)




ITEM NO. FILES IDENTIFICATION ] voLume | DISPOSITION INSTRUCT IONS
32 | FILING WORK-sHOPApproved For Release 2005/11/21 : Clg _ T—004l87A000100160026-8
Te

Fille contains exhibits, hand-out material, Temporary. Transfer to Resords Center upon

guldes, graphics and supplies to conduct work-shop completion of work-shop, to be recalled for
It is held in cooperation with Office of Training. fubure work-shops.
Filed by subject.

(Current)

33 | STAFF WORKING FILES

. Working Tiles maintained by individual anal- | l;i_:. Temporary. Screen annually and destroy
) ysts containing analyses, notes, rough drafts, re- material no longer of current interest.
\ lated papers used for reference and background in-
‘ formation in the preparation of schedules, train-
ing program, shelf-filing. Arrangement varies

with each file.
(Current)

34 | VITAL MATERTALS DEPCSIT SCHEDULES

This file consists of schedules identifying 1. Temporary. Destroy when superseded.
vital materials to be deposited, frequency of de- .
posits, and disposition instructions. Filed by
office.

(Current)

35 | REFERENCE PUBLICATION FILE

This reference file only, containing Agency 19. Tewporary. Destroy when no longer needed
reference material relating to phases of filing for reference purposes.
equipment, shelving, correspondenee, management,

records management.

Appcay - 37/.000400460026-3
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OFFICE. DIVISION, BRANCH

Management Staff, Records Management Staff, Forms Management

Branch Chief, Forms ianagoment Br.. % BN OSE
‘JoEPA (TITLE, DESCRIPT?(;I{I-,E SARRANGEMENT. AND INCLUSIVE DATES ) (c‘{,gﬁngEr. N D1SPOSITION INSTRUCTIONS
) 36 | BRANCH WORKING FILES
- This file consists of mewos, reports, forus, 3;3 Temporary. Screen annually and destroy
and working papers relating to the forms manage- supersedad obsolete material.

ment activitles and the activities of the Branch
Chief's participation in the USIB Committee on
Documentation., Essential material way be dupli-
cated in Item 23 . Arraenged alphabetically by
subject.

(1953 ~ 1961)
37 | REFERENCE PUBLICATIONS FILE

This file consists of Agency reference water-| 20.5 Temporary. Destroy when no longer needed
1al, published mwaterial of varilous government for reference purposes.
agencies, commercial publications, manufacturers’
brochures, material samples of paper, carbon, etc.,
all wmaintained for reference purposes.

) 38 | FORMS FILE
This file contains the official forms used by| 20. Permanent. Disposal not authorized. (Place
the Agency consisting of initial request and Justil in ineetive file vhen form is superseded or
Tication, revisions, reprints, specifications, becomes obgolete. Retire to Records Center
} correspondence, referencé to issuance and copy of upon accumulation of 1 cubic foot.)

form,. Filed numerically by number of form.

S
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Approved For Release 2005/ : - -
39 | FORM RECORD AND TNEEY OONTROL FILE 11/21 CIQEE%%T 00487A000100160026-8
1.

o

This file consists of Form 2, "Form Record Permanent. Disposal not authorized. Flag
and Index Control", a 5x8 visible index card which when superseded or obsolete and retain in
serves as a perpetual inventory of each form used current files area indefinitely.
by the Agency, reflecting all pertinent data and
the complete history of each form; also serves as
a ready reference. Filed numerically by nurber of

form.
(1946 - 1961)
TORM INDEXES FILE

This sonsists of listings of all Agency and Temporary. Destroy listings when superseded.
other Government forms in the following categories
numerically, alphebetically, functionally, office
of primary interest, overseas, new, revisions and
obsolete.

STAFF WORKING FILES

Working files maintained by individual analy- : Temporary. Screen annually and destroy mat-
sts containing notes, rough drafts, related papers erial no longer of current interest.
used for reference and background information in
the preparation of forms. Arrangements vary with
each file.

{Current)
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